
From: Rivera, Adrienne
To: Wood, MelanieL
Cc: Engels, Alan
Subject: FW: FOIA #EPA-R8-2017-007593 (- how do we search my email?)
Date: Monday, June 5, 2017 2:27:00 PM
Attachments: Instructions for Outlook collections - FOIA - Final.docx
Importance: High

Melanie –
please open the attachment & follow the steps on page 1 titled:

 
This will speed-up your self-identify/self-search process so we
can closeout sooner.  FYI: this MUST be done from your laptop.
 
Contact me at x6655 or Alan at x6306 if you have any questions.
 
Adrienne
__________________________________________________
From: Engels, Alan 
Sent: Monday, June 5, 2017 11:43 AM
To: Rivera, Adrienne <Rivera.Adrienne@epa.gov>
Subject: FW: FOIA - how do we search my email?
 
 
 
Alan Engels
Regional FOIA Officer
US EPA, Region 8
1595 Wynkoop Street
Attn: 8TMS-IMP-CMU (FOIA)
Denver, Colorado 80202
 
Engels.Alan@epa.gov
(303) 312-6306
 
 
From: Campbell, John R. 
Sent: Monday, June 5, 2017 8:14 AM
To: Wood, MelanieL <Wood.MelanieL@epa.gov>
Cc: Engels, Alan <engels.alan@epa.gov>
Subject: RE: FOIA - how do we search my email?
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FOIA and Other Document Collections – 

Interim Procedure for Performing Collections from Microsoft Outlook

[bookmark: _GoBack]Interim Procedure’s Purpose:

This interim procedure provides instruction on how to collect Microsoft Outlook email messages and calendar entries for FOIA responses, congressional requests for information, or document other electronic information collection needs (other than for litigation[footnoteRef:1]).  Using this procedure, Outlook email and calendar entries will be saved into a Lotus Notes collection database. [1:  This document provides guidance on placing Outlook email messages into a Lotus Notes database for review and production in the context of FOIA, congressional, and other non-litigation collections.  For litigation purposes, one should not place Outlook email messages into a Lotus Notes database.] 




Interim Procedure’s Scope:

This procedure is intended for users currently using Lotus Notes collection databases for collections related to FOIA, congressional, or other collections.  



This document is not an instruction to use Lotus Notes databases for document collections, if you currently do not use Lotus Notes databases for collections.  If you do not use Lotus Notes collection databases for document collections, please continue to follow the methods that you currently employ.  If you wish to employ a Lotus Notes collection database and do not know how to do so, please review the attached Lotus Notes Self-Help Kit Guide. 



Collections for Litigation:

For collections performed for litigation purposes, please refer to the interim procedure titled “Litigation-Related Collections – Interim Procedure for Performing Collections from Microsoft Outlook.”





Collecting Email Messages from Microsoft Outlook



1. In your “My Documents” folder, create a Windows Collection folder (a folder where you will place your Outlook email message collection)

0. Move your mouse pointer over your desktop, and right click on the mouse

0. A menu will appear, providing the choice called “New Folder”

0. Left mouse click on “New Folder”

0. A folder will appear on your desktop with the words “New Folder” highlighted

3. The highlighting of the words means that when you begin typing you will be typing the name of the new folder

0. Name the newly created Windows Collection folder by typing in a name

0. PLEASE NOTE:  The combined folder and file names may not exceed 250 characters.  This process automatically generates a filename that includes the entire subject line of the email message.   If a long subject line is added to a file path with long folder names, you could exceed 250 characters.  If the 250 character limit is exceeded, Windows 7 will not copy the file to your collection folder.  You will receive no error message - the email will simply not be copied.



1. In Outlook, create an Outlook Collection folder to  place responsive email messages

1. In Outlook, move your computer mouse over the “Folders” folder 

1. Right click your computer mouse

1. Select “New Folder” from the menu choices



[image: ]



1. Name the newly created folder



1. Search Outlook for responsive email 

2. Go to “All Mail Items” to perform your search.  This is important to ensure that you get all mail items, including Lync Instant Messages

2. Click the drop-down menu to the right of the search box to view available search criteria

2. Enter your search criteria (e.g., From, Subject, To, etc.)

2. Note: You can add available search criteria by clicking the drop down menu that says “Add Criteria”
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2. If you require additional information on how to perform searches, go to http://www.howto-outlook.com/howto/searchcommands.htm.



1. Move the responsive email messages to the Outlook Collection folder you created in step 2

3. Click [Edit -> “Select all”] to select all of the responsive emails 

3. Click [Edit -> “Move to Folder”] and choose the folder you created in Step 2. This will avoid making multiple duplicate copies for future searches.

3. Note: “Moving,” instead of “Copying” email messages to the new Outlook collection folder will avoid making multiple duplicate copies for future searches



1. Copy the responsive email messages to the Windows Collection folder you created in the “My Files” folder; create sub-folders if necessary

4. Open the Outlook collection folder into which you copied the responsive email messages

4. Highlight no more that 150 responsive email messages (Copying more than 150 email messages requires substantial processing power, and may crash your computer)

4. Click [Edit -> “Select all”] or [Ctrl-A] to select all of the (150 or less) responsive emails

4. Click [Edit -> “Copy”] or [Ctrl-C] to copy the responsive emails

4. Open the Windows Collection Folder you created Step 1

4. Create a new sub-folder within the Windows Collection Folder

4. Click [Edit -> “Paste” or [Ctrl-V] to paste to the sub folder

4. All of the copied email messages will appear in the sub-folder within the Windows Collection folder

4. For each additional group of 150 emails you need to collect, create a new sub-folder and repeat steps a through f

4. Note:  Duplicate subjects are appended with (1), (2), (3), etc.

4. Note:  The reason for creating sub-folders is that copying multiple copies of email messages to the same folder may result in data corruption
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Collecting Calendar Entries from Outlook



1. Search your Outlook calendar for responsive calendar entries



2. Copy responsive calendar entries directly to the Windows desktop folder 

a. Use the same “Copy” and “Paste” functions used to copy and paste email messages 



3. Note: Outlook will not allow you to copy calendar entries into the email message collection folder you created in Step 2 under the “Collecting Email” section, above. Therefore you will have to copy calendar entries directly into the Windows Collection Folder that you created in Step 1, or in sub-folders if the total number of collected items exceeds 150. 



Uploading Outlook Email and Calendar Entries into Lotus Notes Collection Database



1. Open the Lotus Notes collection database and click the button that reads “Upload non-email files”



a. [image: ]



2. Within the Lotus Notes Collection database, navigate to the folder on the Windows desktop



3. Click [Edit -> “Select all”] or [Ctrl-A] to select all of the collected email messages and calendar entries 



4. Click Open
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5. All of the selected email messages and calendar entries will now be available for review in the Lotus Notes collection database you are using for this collection. 

a. See page 20 of the Self-Help Kit Guide if you need more information about uploading files. 





DISCLAIMER and Notes:  

· These instructions should only be used until a suitable tool is available through EPA’s eDiscovery service to collect and process Outlook email.  

· Keep in mind that significant functionality is lost when using Lotus Notes tools to process Outlook mail.  The Here are some examples of known functionality losses:

1. No email de-duplication - de-duplication typically saves 33% of review effort on a moderate size (20 people+) discovery or FOIA;

2. No sorting by email header metadata such as From/To, Date/Time.  Each .msg file must be opened manually and reviewed;

3. Uploaded .msg files display the dates the emails were exported, NOT the actual date emails were sent (To see the date the emails were sent, you must open the .msg file). 
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Melanie,
 

You want to search your email for a FOIA with a timeframe from June 1st, 2016 to the present?   If
that is the case, please contact Alan Engels, as he is the
point of contact for FOIA searches within in Microsoft emails.    I am no longer the point of contact
for FOIA searches within the Microsoft Outlook email.  
 
Thank you,
 
John Riley Campbell
US EPA Region 8
Records Management
(8TMS-IMP-CMU)
303-312-6548
Campbell.JohnR@epa.gov
 
 
 
From: Wood, MelanieL 
Sent: Friday, June 2, 2017 3:57 PM
To: Campbell, John R. <Campbell.JohnR@epa.gov>
Subject: FOIA - how do we search my email?
 
All email sent or received by Melanie Wood, Director of Partnerships & Environmental Stewardship
Program, regarding the American Wood
Protection Association (AWPA) standard for treating wood with copper. The timeframe of this
request is June 1, 2016, to the present.
 
 
Melanie L. Wood, Director
Partnerships and Environmental Stewardship Program
EPA Region 8 (8P-PES)
1595 Wynkoop St.
Denver, Co 80202
Wood.MelanieL@epa.gov
303-312-7006
 
 
 
 

From: Rivera, Adrienne 
Sent: Friday, May 26, 2017 4:26 PM
To: Wood, MelanieL <Wood.MelanieL@epa.gov>
Cc: Engels, Alan <engels.alan@epa.gov>
Subject: FW: FOIA #EPA-R8-2017-007593 (Task Assigned)
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Importance: High
 

Melanie –
FYI, I’ll be on LV next week, so feel free to contact Alan at x6306 if you need
guidance on this FOIA.
 
Adrienne
 
From: Rivera, Adrienne 
Sent: Friday, May 26, 2017 8:03 AM
To: Wood, MelanieL <Wood.MelanieL@epa.gov>
Subject: FOIA #EPA-R8-2017-007593 (Task Assigned)
Importance: High
 

Hi Melanie –
 

you have been tasked on this request.  There are two (2) options to search for
responsive records:
1.     Self-identify emails during specified dates using easily identifiable search

terms & phrases like
“American Wood Protection Association”, “AWPA”, “standard for treating
wood with copper”.

2.     Request an OEI search
 
The process to self-identify your own emails is strongly recommended, as it
would be much quicker
& allow for this request to be closed sooner.  According to our e-Tools expert,
currently, the OEI 
search process is backlogged probably a month or more.
 

Your Task Due Date is set for June 7th, so feel free to call should you have any
questions or concerns.
 
 

Thanks,
Adrienne
 

mailto:Wood.MelanieL@epa.gov


Adrienne Rivera
Govt Information Specialist (OPRA, OWP, TMS)
U.S. Environmental Protection Agency, Region 8
Mail Code:  8TMS-IMP-CMU
1595 Wynkoop Street
Denver, CO  80202-1129
303-312-6655 (Office)
303-312-7554 (Fax)
 

“Silence in the face of evil is itself evil:  God will not hold us guiltless.  Not to speak is to speak.  Not to act is to
act.” – Dietrich Bonhoeffer
 


